APPLICATION FOR RECORDS RETENTION SCHEDULE | 0 00e o T et O S ey

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No, 76—RM-1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capntol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section,

FOR AGENCY USE 1. Agency Address . ' FOR RECORDS MANAGEMENT USE
Application Date " | Department of Education Application Number -
_ Office of Administrative Services &2 | - 3 73
Application Number Regional Education Services Division Dete Recerved Dste Completed - -

Atlanta, GA 30334 BUL 17 181 |AUE 7 108y

2. Parson to Contact : Working Title Talephone Number
Mrs. Connie Hunt Principal Secretary 656-2446

3. Action Requested . . .
a. Kl Establish Retention Schedule; record will continue to aocumulate DIVISION-WIDE COMMON
b. O Dispose of present accumulation; no further accumulation anticipated. —_— e
c. O Amend Application No. : Check One: O Change; O Supercede; O Void

4. Dates of Seriss 5. Records Series Title (followed by title used in office, if different)
Earliest - Latest '

] To date REGIONAL DIRECTORS' GENERAL ADMINISTRATIVE FILES
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
The Regional Education Services Division is responsible for providing liaison
services between the State Department of Education and the 187 local school systems and
16 CESAs (Cooperative Education Service Agencies). It provides monitoring in administrative
areas dealing with State Board of Education policies and State laws; administers state school}
standards through on-site appraisal of standards applications; assists local school systems
in the development of local facility plans; conducts pupil-teacher ratio and attendance
audits; provides liaison services to accrediting agencies and principals' organizations;
compiles school systems data for directories, school calendars, and the State legislature.
These services are provided through the Division Director, 10 Regional Directors (located
in offices throughout the state), and one administrator assigned to work with principals’
organizations. .

7. Record Serias Description This file contains the foliowmg documeénts {lmlude form numbers and titles, if any):
Attach samples of the file.

Documents relating to: providing liaison service between the division and others within the
department, other state agencies, education organizations, federal government
and individuals, excluding correspondence to aand from local school systems.

Included are: correspondence, memoranda, plans, schedules, policies, goals, laws, etc.
concerning all areas of responsibility, excluding all records dealing with
local schools.

Fite is--'ranged: alphabet'i:éé lly by subj-éct name.

8. Monthly Reference Rate How often are records referred to whmh are:
Onetosixmonthsold _/ Seven to twelve monthsold —____; Thirteen to twenty- “four monthsold
twehty-five months and older -7 ' )

9. Annual Rate of Aacumuiatmn of Records - . ‘
Lmer-snze &awers L Legal zize ckawers _+ ;Shelves ____~ ; Other [specify)

‘An-so-n; Rev, 76 D o i (OvER)




YES | 8O | 10. Questionnsire . {Place an X" in the proper column) -
- 8. Isﬁlsﬂieofﬁmalmpvofmemu? .- S e B ‘ =
X if not, whefeig it? ‘ .

b. Doa h nms eontam oonﬁdentlal information requiring scurrtv handting? If yes, mte law or regulation.

X
X c Isthiss vml ncnrd? - : ™~
X d. Does this series have histunul or long term researdr value?

.. “‘henmewmodowmentsmﬂnﬂemakenmmssarymlceepthemtwef’bfonIongpenod could these

g. lstﬁe in?nrmon nuntamed in this urmmrmalymdmdlormdedmammd repoit?
X If ves, attach oopyv,

h, lsﬂ'iereldup!muonofmissenesmyouufﬁce,ormlnotherofﬁceoragan-cy?

X A1 yes..utﬁe?
X
X LT b 3 -
11. Retention Roqmremerm The followmg reqmra the series to be I:ept
a. State Law i years, d. Audit period : years.
b, Statute of limitation - . . years. e. Administrative need 1 years.
c. Federal law ' years, . Federal retention instructions _yearls,

Attach copy or excert of laws or regulations. Explain administrative need. - -

~

12. Approved Dupomm lnstrucnom Th:s agency recommernxds that the f‘le series be cut o!f at the end of eam :
T S mCﬂendarYear L'IFlsczlYear O Other - A then,

B Hold in the current files area ;_—__mnth(s) — 1 . vyear(s); then
O Transfer to local holdingarea; hold ____ year{sh:then _

O Transfer to State Remrds Center hold ____year(s) then-

A Destroy. :

3 Transfer to State Archives for permanent retention.

O Other fSpecify)

These instructions apply to all prior and future accumulations of the series.

| Agency Head/Designee {Signature) Date .| Records Menagement Officer {Signature) - Date

2/4/4//5/ Walb, £ Bocngondas,|7-6-8]

A " State Records Compt !Sgnamri-} " Date
Recommendations in para- [~ a '
| graph 12 are approved. State Auditor/Designee - .29 V74

ot expination) e N relg e smteeies | (2 g sl Sl ers 7-27-84
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